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PINK BUS Institute

Employment Agreement

This employment agreement (hereinafter called “Agreement”) is made by and between the two parties below.
Below:
Employer: PINK BUS Institute herein after called “Institute”
Address: 1452-1, Seocho dong, Seocho-gu, Seoul, Republic of Korea

Employee:  __________________, herein after called “Teacher”
Nationality: __________________
Passport No: __________________
Whereas, “Institute” agrees to employ “Teacher” as an English instructor for “Institute” and “Teacher” agrees to work as an English instructor for “Institute” on the conditions that are set forth herein this “Agreement”.

Article 1. Term of “Agreement” 
1. The term of “Agreement” shall be 12 month period starting from _____ ______2011 and ending _____ ________ 2012. 
2. “Agreement” can be renewed or extended with mutual agreement. Terms and conditions of the renewal or extension shall be mutually agreed to and the renewal or extended agreement must be signed at latest 2 months prior to the end of “Agreement”.
3.  The “Teacher’ should be healthy mentally and physically. Soon after the “Teacher” reports to work in Korea the “Teacher” is required to undergo the medical check-up for the purpose of the foreign registration as required such under the Korean immigration law. 
Article 2. Roles and Responsibilities of “Teacher”
1. To conduct English language classes in accordance with curriculum and schedules set by “Institute”. 

2. To use teaching materials provided or recommended by “Institute ” 
3. To prepare lesson plan for classes and submit those to “Institute”
4. To evaluate each student’s performance and to report it to “Institute” at the end of each month.

5. To keep a Lesson Journal and Teacher’s remarks sometimes with an accurate, current record of the student’s performance. 
6. To familiarize “Teacher” with teaching materials, procedures, policies of “Institute”
7. To assist “Institute” with the development of teaching materials or programs when needed

8. To assist with substitute teachings when needed

9. To participate in regular staff meetings held by “Institute” and annual events of “Institute” such as picnics, festivals, etc.
10. To notify “Institute” promptly when “Teacher” is sick, in a dangerous situation, or in need of help.

Article 3. Duties of “Institute”
1. To provide curriculum, teaching material, and class schedules to “Teacher” in advance
2. To maintain good working environment for “Teacher”
3. To provide relevant on-the-job trainings and job orientations

4. To respect dignity of “Teacher” and not to infringe the privacy of “Teacher”
5. To help “Teacher” settle well in the new residence and working environment 
6. To do its best to provide assistances when Teacher is sick or in need of help, or is engaged in an emergency situation while living in Korea

Article 4. Work Hour 

1. Work hour shall be from 9:30 AM to 6:30 PM for Monday through Friday excluding national holidays of Republic of Korea, which shall include time for a meal and breaks between classes. 
2. Class time will be between 30 and 50 minute per class.

3. Daily or weekly schedules of teaching classes shall be set by the “Institute” within the work hour set forth in paragraph 1 above. 
4. “Teacher” agrees that the work hour can be adjusted in case that “Institute” needs to change the schedule of classes as it deems necessary, particularly during summer or winter vacation period. However, the work hour shall not exceed the total number of hours articulated in paragraph 1 above. 

5. At the request of “Institute”, “Teacher” may need to work extended work hours beyond the work hour set forth in paragraph 1. In such a case, “Teacher” shall be entitled to supplementary payment of _________ Korean Won per hour (so called overtime payment). 
6. Participation of “Teacher” in the regular staff meetings or the annual events which are set forth in Article 2, paragraph 9 above shall not constitute the extended work hours even though such activities may take place out of the work hour set forth in paragraph 1 above, and “Teacher” shall not claim compensations for such participations. However, “Institute” shall provide to “Teacher” the schedules of the staff meetings and the annual events in advance.  
Article 5. Salary and Retirement payroll
1. The monthly salary shall be ____________ Korean Won per month.  
2. The monthly salary shall be paid on the 10th of the every following month. If the day falls on holidays, or Saturday, or Sunday, the salary shall be paid on the immediately preceding business day. 
3. “Teacher” shall be entitled to a so called “retirement payroll” when the 12 month contractual period of “Agreement” is completed, which shall be equivalent to one month salary of _____________ won and shall be paid at the end of the term of “Agreement”. In accordance with the Labor Standard Act of Korea, such a retirement payroll shall not be paid when the “Agreement” is either closed or terminated before the completion of 12 months contractual period which is set forth in Article 1 above.
4. When “Teacher” either starts or ends the employment under this “Agreement” in the middle of a month, the salary for the month related shall be calculated proportionately to the number of calendar days of the employment divided by the number of calendar days of the month. 

Article 6. Leave without Pay

1. In case “Teacher” is absent from work including but not limited to lateness, early leave, days-off, sick leave taken over the annual 3 days of the paid sick leave which is set forth in Article 10 below, or etc., such an absent shall be treated as “Leave without Pay”, which shall be reflected in the month salary calculation through deductions.

2. Such an absent shall be counted by an hour for the purpose of salary calculation, and 10 minutes and over shall be raised up to one hour and any minute less 10 minutes shall be rounded off. 
3. The base hourly rate for the Leave without Pay shall be calculated by “monthly salary multiply by 12 months and divide it by 2,496 annual work hours” (48 hours per week multiply by 52 weeks). For the base hourly rate, amount below thousand won shall be rounded off to the nearest thousand won. 
Article 7. Costs of Trips to and from Korea
1. For the travel of “Teacher” to Korea, “Institute” shall provide an economy class air-line ticket for the flight between the nearest international air-port in the home country of “Teacher” and the international air-port in Korea. 
2. If “Teacher” terminates this “Agreement” before the completion of the 12 month contractual period which is set forth in Article 1 above, “Teacher” shall reimburse back to “Institute” the cost of the air-line ticket that is provided by “Institute”, which anyhow shall not be applied to the case of force majeure such as war, government actions, natural disasters, etc.

3. When “Teacher” completes the Term of “Agreement” set forth in Article 1 above, “Institute” shall provide an economy class air-line ticket for “Teacher“ to return to the home country. 
4. If “Teacher” terminates or causes to terminate this “Agreement” before the end of the contractual period set forth in Article 1 above, such a return air-line ticket shall not be provided. 
5. In case whereby “Institute” terminates “Agreement” due to reasons of “Institute”, “Institute” shall provide such a return ticket.

Article 8. Housing
1. “Institute” shall provide a furnished apartment/house at free-of-charge to “Teacher”.
2. Teacher shall pay regular utilities charges including electric power, gas, heat, water, etc. on time every month without being delayed. When “Agreement is closed or completed, “Teacher” is required to pay off all such utilities charges. Any outstanding charges shall be deducted from the last month salary or the retirement payroll.   

3. “Teacher” shall be responsible for the maintenance of the housing, furniture and fixture, and equipment in good order and in good conditions, which however shall exclude normal worn-out.
4. “Teacher” shall neither sublease the house unit or a part of it to a third party, nor share it with a third party.
Article 9. Paid Vacation
1. During the term of this “Agreement”, “Teacher” shall be entitled to the paid vacation of 10 working days in total in addition to Korean national holidays and Saturday, and Sunday. 
2. “Teacher” takes the vacation or days-off in order not to interfere with the class schedules of “Institute” while taking into full consideration the annual closure of “Institute”.

3. Taking the vacation off, “Teacher” shall set the vacation plan and secure an approval on it from “Institute” in advance and also submit to “Institute” specific substitute schedule and lesson guidance for the period of the leave. 
4. Any leave without prior plan and approval shall be subject to “Leave without Pay” in accordance with Article 6 above.  
Article 10. Sick Leave
1. During the term of “Agreement”, “Teacher” shall be entitled to 3 days of paid sick leave without salary deduction if an illness or injury prevents “Teacher” from performing the roles and responsibilities under this “Agreement”.
2. When “Teacher” takes a sick leave, “Teacher” shall notify “Institute” and obtain consent of “Institute” and submit a medical doctor’s diagnosis.
3. Taking the sick leave, “Teacher” must provide the “Institute” with an advanced notice (at least a day before class) with specific substitute schedule and lesson guidance for the missed classes. 
Article 11. Bank Account
“Teacher” shall open a bank account at a bank nearby “Institute” with the assistance of “Institute”. The maintenance of the bank account shall be the responsibility of “Teacher”.

Article 12. Taxes, Etc. 
1. Korean income taxes shall be withheld from the salary at the rate of 3.3% in accordance with the Korea income tax law and paid to the Tax authorities by “Institute”. 
2. “Institute” shall provide to “Teacher” the health insurance program under the Korean Health Insurance Act. Employee’s portion of the monthly insurance premium shall be withheld from the monthly salary and paid to the National Health Insurance authorities by “Institute” together with the employer’s portion of the premium in accordance with the Korean Health Insurance Act. 
3. If “Teacher” wants to join the Korean National Pension program, “Institute” shall provide such a program in accordance with the Korea National Pension Act. The monthly pension contribution shall be withheld from the monthly salary and paid to the authorities by “Institute” together with the employer’s portion of the monthly contribution.

4. “Institute” shall issue to “Teacher” the receipt of withholding taxes including the year-end tax settlement, and the health insurance certificate, and national pension certificate. 

5. “Teacher” should always carry the health insurance certificate with “Teacher” for any emergency case while “Teacher” lives in Korea. 
 Article 13. Confidentiality 
1. “Teacher” acknowledges that all the contents and materials of English classes, courses, and lectures of “Institute” are proprietary assets of “Institute”.  

2. “Teacher” shall keep confidential all the information and contents relating to “Institute” such as English classes, courses, and lecturers, and shall neither disclose nor transfer those to any third parties without prior consent of “Institute” in writings. 

Article 14. Codes of Conduct of “Teacher”
1. To conduct English education classes faithfully in a professional manner, and not to behave in any manner that may damage or tarnish the reputation of the “Teacher”. 

2. Not to be engaged in any activities that may cause harm to students of “Institute” or be detrimental to the reputation of “Institute”. 

3. To observe and comply with policy and guidelines of “Institute”. 

4. Not to conduct classes while under the influence of alcohol, smoking, or illegal drugs.
5. No foods or drinks during the class time.
6. To clean up and arrange materials in their own classes at least once a day
7. To wear neat and clean attire during working hours. Business casual clothing is acceptable, provided that it is neat and clean. Jean with holes, wrinkled or dirty clothes, sweat pants, or slippers shall not be allowed at Institute. 
8. Not to conduct English education classes for others than “Institute” without prior consent of “Institute”.

Article 15. Termination of the “Agreement”
“Institute” has the right to terminate this “Agreement” upon occurrence of one of the following events. Teacher can appeal in writings. 
1. If “Teacher” violates laws of the Republic of Korea and can’t perform his / her roles and responsibilities stipulated herein this “Agreement”.
2. If any information or material provided by “Teacher” in relation to Teacher’s application for this employment or the E2 visa is neither true nor correct.

3. If “Teacher” fails to perform satisfactorily the roles and responsibilities set forth in “Agreement”
4. If “Teacher” is missing the regular staff meeting or classes 3 or more times in a given month. 

5. If “Teacher” is late for work without plausible reasons 3 or more times in a given month. 

6. If more than 30% of students in the class of “Teacher” have left or if the class is at the crucial moment of being closed due to teacher’s poor teaching. Evidence for such a condition shall be provided upon request.
7. If “Teacher” doesn’t adhere to the Code of Conduct set forth in Article 14 above continuously.
8. Procedure of termination by “Institute”: 1st warning – 2nd warning – 3rd notice of termination
For the termination of the Agreement, “Institute” shall give an advance notice in writing to “Teacher” at least thirty days before the termination. 
Article 16. Resignation of “Teacher”
1. If “Teacher” desires to resign from the roles and responsibilities set forth in “Agreement” and to terminate “Agreement” during the term of “Agreement”, “Teacher” shall give “Institute” a sixty (60) day advance notice in writings.  
Article 17. Governing Law and Venue
1. “Agreement” shall be governed by, construed, and enforced in accordance with the laws of the Republic of Korea, without regard to any conflict of laws principle thereof.

2. In the event of any dispute, claim or controversy arising out of or in connection with “Agreement”, the parties shall seek to resolve the matter amicably through good faith discussions among the parties. However, if the parties fail to mutually resolve the dispute, both parties agree to the final judgment of Korean Civil Court, or Korean Civil Law, whatever the final decision may be.  
In witness whereof, the parties sign two copies of the “Agreement” on the date entered below, and each party shall retain one original copy. 
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Teacher:
___________________________

_____________________________
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Date
____________________________

_____________________________
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____________________________

_____________________________
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____________________________

_____________________________

Title




Passport Number______________

